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Dace : E y ; 

of Project 3-10, Retorde of O v ersea s S e rvi ce 

: Memoxwn&tsa far Acting Bepi&y Director (support) from 
Chief, Maaagemnt Staff dated 2b April 1958 , Subject 
Qaeetionnaire on Overseas Duty. 


k- August 1958 

c 


fflisU project ms presented as a problem: : To develop a method 
or methods for eg toblt a bsen t and u&intemnce of verified r eoa rle of 
actual time trpeni ovarseae on PC3 or TDY by all Agency staff agents 
stef f esg&oyeea. " She immediate need ms to iovelep statistics 
to permit planni ng of a acre advantageous retirement pro gramj w hc 
loaag range need was to provide verified information fear retirement 
eli g ibil i t y purposes for future use. Analysis indicated that the 
ja , ©fe4®!& could l ogically 'he too teen into three related phases, SiCh 
suscep tlta* to separate treatment sad this was done as follows: 

PRASE Is that method is most suitable to be esgdoyed for Qb taJLain g 
the necessary plannin g dots to use in working out potential retire- 
ment fcnwulae? 

^Biio lhase of the project involved a staff study (see Reference) 
provldsd approvals and authorities to conduct & survey otT past 
overseas oerdee of all caarreet staff employees staff agmfea for 
Agency leHnnmt planning mi statistical analysis purposes. ®.e 
bel aase of this phase was eoncozmed with methods, procedures aid 
dc^sssats w hich *» dtavoieped to carry out. ths survey as approved in 
the staff study. Agtmsy ifotlee ~ | survey curd fora U 15 : with 

acrosgmmylng isfOamtion card and Book Qisputeh So. 73 G were ui..od to 
obtain the necessary overocis service information (See Tub A). Add i- 
tionnlly, appropriate Individuals in all Agency components went- briefed 
asto th® methods and procedures to he used to obtain the inf onaation 
^ staff agents with due co nsiderat ion fear the cover security 
a spects of such an all inclusive survey* 7km cut-off date for survey 
information ms 1 July 1959 at uhich time tt became opera tive . 

PEAKE H: lhat Mad . of system can be developed to permit mslat gpanee 
of verified records of overseas service in the future? 

1. Ihe rh&ae I survey provided unverified hiTOxm&tiou throu^i 
30 Jhoe 1958 . > Phase H was concerned primarily with develop!** a 
system and setting up proemdures far obtaining verified cyf 

or&rsem service of Agency fitaff sug&oyecs and staff agents bag lamaln g 
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1 July 1 958 end continuing I x d cflnit oly. The staff afct^y prepared in 
cosmeetion with Iteae I pointed up the inadequacy of current personnel 
actions for purposes of documenting physical thereabouts of Ag«-«cy 
personnel. It was kr«mm, Of course, that the Office of the ©saptroLler 
processes and retains docustcnto reflecting both PCB and *EDY Ttetvel and 
t h er efore see the most logical place to obtain overseen servlets 
information on a current basic. 

2. She CoBpr fcro iler a gree d with the above, but painted oat that 
be believes personnel records should reflect vhercabcdits and statu® 
of Agency personnel without relying on the Gosptrollar * s records tor 
the information; therefore, the procedures worked out for obtaining 
current PCS overseas service information from the Ck^crfcroller’j records 
were accepted by the Oocgtroller and agreed to by the Bireetor of 
personnel as an interim;: measure. Since TOT duty information Is not 
usually related to personnel status, the Controller agreed that this 
Information will be obtained by his office fro* travel vouchers cm 

a continuing basis. By beginning to pick up overseas service inform- 
ation cm a current basis from the Oosjptroller’s Records on 1 Joly 195$, 
a gap in information has been avoided, needed records for future plan- 
ning and statistical purposes will be available on a carat insula j baste, 
and a verified reeord of CIA overseas service is being ecag&lei for 
retirement use if and when the Agency acquires a retirement programs 
involving credit for overseas service. 

3 . Comptroller Iwtruction no. 50 dated 25 JUae 1950 «*ad fo» 
lb51a (TWb B) set forth the procedures to be used by the Fiscal and 
Finance Divisions to extract overseas service information free per- 
tinent documents &s they process through these offices. Bsese pro- 
cedures sill provide verified records of all Agency overseas service 
of staff employees and staff agents, ex c e p t for indivi dual s in the 
Development Project Staff, OCX. DPS/DCI overseas service information 
will be recorded by selected personnel of that staff using Comptroller 
Instruction no* 58 and font Injla with minor changes. The completed 
forms will be forwarded directly to the Person nel Statistical Br anch 
for processing. 

b. Phase H also includes the use of 1 he Phase I su rve y e&rdc 
to obtain prior 0.3. Government overseas service information from $11 
stafif employees and staff r gents as they enter on duty* As this 
information accrues, it will be added to Idle survey information already 
cm file. The procedure for obtaining prior U.S. Government overseas 
service information from new employees ess in c lu de d as a pert of 
regular BOD procedures on 13 June, the date the Phase I survey cards 
were distributed to all B«.d quarters personnel. In this connection, 
it should be noted that all survey cards (Phases I and U) arc coded 
as “Survey" and all verified overseas service records are code! as 
"Verified". This vill permit greater flexibility in the use of the 
Information and facilitate keeping survey information separate freau 
verified information as desired. 
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PEASE HI: that axm the mat suitable method* mA timing to b» used, 
to roeorotruct verified records of overseas duty? 

1. If ua toon the Agaacy acquires a ntlmeot program involv- 
ing seas credit for overseas service, it sill to necessary to verify 
all claimed I xst mat verified overseas sesrrSs* and to csetabllah the 
degree of acceptability of aaieiting verified records for all Agpacy 
employees too axe then eligible fear overseas retirement benefit a. 

Since there is not nos such a progzesi and the details and xetuirsmmta 
will not be Imam until after legislation covering such retiree ent is 
p re s e n ted to the Congress and acted upei, there is no .point in doing 
more than suggesting broad guidelines to be mead in the dsmtopmnt 
of detailed proee&area when such, becomes practical: 

a) Establishment of extent of overseas osrvles credit con- 
tsined in any nos retirement program will require a review of 
the pertinency of overseas servlee Which has been recorded. In 
sartor to avoid tits necessity for a future swrvey to correct Inform- 
ation deficiencies, all o v ersea s ser v i ce consider ad possibly per- 
tinent is being recorded currently with the thought that acme, 
at least, sill not be creditable but that it is better to err in 
the direction of too breed a coverage rather than too little at 
this tins. 


h) Current overseas service information being picked up frost 
official toeumenta and recorded us verified, should retoms sub- 
stantially the encuat of research required to effect poymert under 
seas future retirement program; h o w e v er , it is probable that moat 
eases sill require some' ra es areh . In order to simplify this problem, 
the initial survey cards (Wham 1 and SOD procedures from Phase II) 
sill be retained tor potential future use as a starting petit for 
whatever verification procedures may be adopted. 

c) - At sash time as a new retirement p r ogram becomes effective, 
the Agency vHl be faced with a potentially tremendous research 
problem. It is suggested tout as soon as toe retirement formula 
beecme firm, a systematic annual retirement projection be mde. 
tois could be a mnafaima report prepared anmaally in advance of 
the rod of toe calendar year tor the last two months of toe cur- 
rent year mSL toe entire next year (toss avoiding conflict with 
other year m& reports), giving the name and retirement eligibil- 
ity date tor each persraa too will ranch a retirement situation 
during the next lk months. tots would provide a two month overlap 
each year. Retirement setsawfc would be rmpsi red only tor those 
people reaching a retirement si t u a ti on daring the toll year covered 
by the report, toe two month, overlap would be useful tor verifi- 
cation purposes, toe recseareh necessary for any individual case 
could then be done is aa orderly fashion and only for those persons 
too would actually retire under the new program. 
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ThlB Notice Expires 1 January 1959 


NOTICE 
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PERSONNEL 
4 June 1958 


SURVEY OF OVERSEAS SERVICE 


1. The Agency is considering the possibilities of developing a 
more advantageous retirement program which would depend In some 
measure on the requirement for overseas service by our personnel. 

Some of the records necessary to compile planning data are not avail- 
able in a centralized place. The work necessary to document past 
overseas service (for CIA and for other departments, agencies, and 
services of, the U. S. Government) of Agency personnel for planning 
purposes would be prohibitive in cost and time required. The Informa- 
tion needed is:, the kind of overseas service (military or civilian, PCS 
or TDY), where performed (country, or island or possession--not city), 
the beginning and ending dates (to the closest month), and the respon- 
sible U. S. Government component (CIA, Army, State, OSS, etc.) at the 
time the duty was actually performed. 

2. To simplify the requirement which this notice places on an 
operating office, division, or staff of the Agency for this informa- 
tion, survey pards (Form 1451, Record of Overseas Service) bearing 
name and personnel serial number, will be distributed to all vouchered 
employees, and each employee will fill out his own card. This is 
feasible because the information obtained will be used only for statis- 
tical analysis and planning purposes. Such Information should, however, 
be as accurate as possible. 


3* same kind of Information is needed for all st af f employees 

paid from confidential funds and for staff agents. For all employees 
paid from confidential funds. Forms 1451 (bearing names and personnel 

, nuEDbers ) w 111 he sent to the responsible components to be 
filled out as follows; 


a. Staff employees paid from confidential funds who are 
actually at headquarters will fill out their own cards. 

b. Staff employees paid from confidential funds who are over- 

seas will be queried by book dispatch. Detailed instructions for 
this procedure will be given to each responsible Administrative 
Officer. V » 

1 — NO Cl-Hr.vIS if: Class. n 


Doourvsnt, 

. ’ ; O . 

no 

^ 1 '?? 

■0 D.i'-i'ji 

SSI1-T 

Class. C 

UfJ'iCZ 


- P B 0 PhElT 
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PERSONNEL 
4 June 1958 


c. Requests for information about overseas service of staff 
agents -will be sent in pseudonym on an "Eyes Only" basis to the 
appropriate Administrative Officer. The senior Administrative 
Officer of each operating office, division, or staff will be 
responsible for insuring that these cards are filled out and 
returned promptly. 


4. Detailed instructions for filling out the Forms 1451 will 
accompany the form and each employee will be told to ask his Adminis- 
trative Officer for any needed assistance. However, there are some 
aspects of the requested information which require more delicate 
handling for some personnel than the card indicates: 


25X1 C4A 


b. Security. For the sake of uniformity and ease of handling, 
the same form, Form 1451, will be used for vouchered employees, 
for employees who are paid from confidential funds, and for staff 
agents. When forms are distributed, they will show only name and 
personnel serial number, will be distributed in a secure manner, 
and should be returned through the same channels from which they 
were received. 

5 . Blank supplemental Forms 1451 will be given to the Adminis- 
trative Officers of each operating office, division or staff for use 
of personnel who need more space than is on one form. If a supplemen- 
tal form is used, the appropriate box on the first form should be 
checked and the name and personnel serial number of the employee should 

2 

S-E-C-R-E-T 
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PERSONNEL 
4 June 1958 


be copied on the supplemental form. Forms should not be bent or 
stapled but may be fastened with paper clips unless one form contains 
sensitive Information and must be returned separately# 


6 . Employees should be told that it is in their interest to 
send copies of all non-CIA overseas duty documents which they may have 
to the Office of Personnel. These documents will not be needed for 
some time so they should be forwarded separately or at a later date. 
Canceled passports provide one of the best sources of information con- 
cerning overseas travel. Such passports should, however, be forwarded 
to the Office of Personnel separately from Form 1451. The cut-off 

in { oriuat ion is 1 July 1958. As of this date, the 
Office of the Comptroller will extract information from current 
records • 


7* All forms for vouchered employees and employees paid from 
confidential funds at headquarters are to be returned on or before 
3° June 1958 to the Office of Personnel, Statistica l Reporting Branch, 
£oom 192 , Curie Hall. All forms for employees raid T55m confidential 
Wll ° are overseas 9X6 t0 "be returned on or before 30 July to the 
°i Person nel, Statistical Reporting Branch, roo m 192 , Curie Hall. 
All forms for staff agents and for sensitive staff agent service of 
Individuals who are now staff employees are to be returned, marked 
_Eyes Only," in a sealed envelope to the Chief, Contract Personnel 
Division, Office of Personnel, room SOI, 1516 16th Street'.' 

8 . Senior Administrative Officers of each operating office, divi- 
sion, or staff will be responsible for insuring that all forms are 
filled out and returned’ promptly. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


L. K. WHITE 
Deputy Director 
( Support ) 

DISTRIBUTION: AB 

SPECIAL 
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INTERNAL USE ONLY 

■THE ACCOMPANYING FORM 1451, RECORD OF OVERSEAS SERVICE MAY MEAN | 

ADDITIONAL RETIREMENT BENEFITS FOR YOU! 

READ BOTH SIDES OF THIS CARD CAREFULLY BEFORE FILLING OUT YOUR FORM 1451 I 


YOUR ADMINISTRATIVE OFFICER HAS AD- 
DITIONAL DETAILED INFORMATION AND 
BLANK SUPPLEMENTARY CARDS. ASK FOR 
MORE CARDS AND ASSISTANCE IF YOU 
NEED IT. 

It is in your interest to send COPIES of 
all non-Agency overseas duty documents to 
the Benefits & Casualty Division, Office of 
Personnel. These documents should not 
accompany your Form 1451 card since they 
will not be needed for some time. 


THE MACHINE CARD (FORM 1451) ADDRESSED TO YOU IS THE 
FIRST MAJOR STEP IN AGENCY PLANNING FOR AN IMPROVED 
RETIREMENT PROGRAM WITH FULL BENEFITS. YOUR COOPERA- 
TION IN FILLING OUT THIS CARD FORM IS ESSENTIAL IF ANY 
FURTHER PLANNING IS TO BE DONE. THE INFORMATION RE- 
QUESTED HAS NEVER BEFORE BEEN COMPILED IN ONE CENTRAL 
PLACE ON A NAME BASIS BECAUSE NO NEED FOR IT WAS 
ANTICIPATED. IF AN IMPROVED RETIREMENT PROGRAM SHOULD 
BE ADOPTED, YOUR ACCURACY IN FILLING OUT YOUR FORM NOW 
WILL ASSIST MATERIALLY IN VERIFYING YOUR CREDITABLE PAST 
OVERSEAS DUTY FOR RETIREMENT BENEFIT PURPOSES. 

(over) 

INTERNAL USE ONLY 


NAME OF EMPLOYEE 


INSTRUCTIONS 


THIS FORM MUST BE RETURNED 
WHETHER YOU HAVE HAD OVER- 
SEAS SERVICE OR NOT. 

PLEASE READ CAREFULLY IN- 
STRUCTIONS ON ACCOMPANYING 
CARD; THEN FILL OUT THIS FORM 
AS ACCURATELY AS POSSIBLE. 


EMPLOYES'. SERIAL NO. 



YES 


NO 


COMPLETED BY EMPLOYEE 


TELEPHONE EXT. 


SECRET 

(WHEN FILLED IN) 


DO NOT FOLD, STAPLE, SPINDLE, OR MUTILATE 


OA| IF ADDITIONAL SPACE IS NEEDED, CHECK HERE J AND ASK YOUR ADMINISTRATIVE 


DO NOT 
.VRITE IN 
COLUMN 

WHERE SERVICE 

WAS PERFORMED 

PCS - 1 
TDY 2 

DATES 

SERVICE AS 

RESPONSIBLE 
U.S. GOVT. 

DEP’T. 

OR AGENCY 

DO NOT 
WRITE IN 
COLUMN 

~~ 42^44 - 

(ENTER 

NO.) 

FROM 

TO 

CIVILIAN - 1 
MILITARY -2 

MO. YR. 

MO. YR, 

(ENTER NO.) 

2fc31 


32 

33- 34 35-36 

37-38 39-40 

41 



i 

i 







i 

i 

i 

i 




— 



i 

i 

1 

I 






1 

i 

i 



■ 




1 

1 

i 

i 



i 

| 




1 

1 

i 

i 





2 OFFICER FOR SUPPLEMENTAL CARDS 


SECRET 
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• Please study your card Form 1451 and be 
sure you understand what is required before 
you fill it out. 

•' Be as accurate as possible, but the informa- 
tion need not be certified. 


• If you have had no overseas service at any 
time, mark form "not applicable." 

• List each increment of overseas duty per- 
formed at any time on behalf of the U. S. 
Government and give the approximate 
location. 


• If PCS, give dates of arrival at first duty post 
and departure from last duty post only for 
..,ch increment of overseas duty. 


• If TDY, give only dates of departure from 
and return to your headquarters for each 


overseas trip. 

• Omit TDY travel and changes in overseas 
PCS if they occurred while you were on PCS 


overseas. 

• If home leave and/or TDY to your head- 
quarters occurred while you were on PCS 
overseas, they should not be deducted from 
overseas service. 


• Do not duplicate overseas service where it 
was performed simultaneously for two or- 
ganizations. 

• Cutoff date for information is 1 July 1958. 
As of this date certified information will be 
extracted by Fiscal and Finance Divisions 
r «-om current records. 

iMffie telephone number should be one where 
additional information can be obtained if 
necessary. 

• The completed form must be returned to 
your administrative officer on or before your 
next payday. 

• Be sure to read the other side of this card. 
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